
CITY OF HARRINGTON 

POSITION DESCRIPTION 

 

TITLE:  CODE ENFORCEMENT OFFICER 

 

 

 

GENERAL DESCRIPTION 

 

Under general supervision,  this position performs a variety of technical duties in support of the City’s local code 

enforcement program; monitors and enforces a variety of applicable ordinances, codes, and regulations related to 

zoning, land use, nuisance housing, building codes, health and safety, blight, graffiti, water waste, and other matters 

of public concern; and serves as a resource and provides information on City regulations to property owners, 

residents, businesses, the general public, and other City departments and divisions. 

 

PRIMARY DUTIES: This list represents the essential tasks performed by the position.  Employees may be 

assigned additional duties by management as required. 

 

Performs a variety of field and office work in support of the City’s local code enforcement program; enforce 

compliance with City regulations and ordinances including those pertaining to zoning, land use, nuisance housing, 

building codes, health and safety, blight, graffiti, water waste, and other matters of public concern. Attends technical 

or professional classes or seminars to improve technical or professional skills. 

 

Receives and responds to citizen complaints and reports from other agencies and departments on alleged violations 

of City zoning and related municipal codes and ordinances; interviews complainant and witnesses; conducts 

investigations and provides recommendations for resolution. 

 

Conducts field investigations; inspects properties for violations; attempts to make contact at the residence or 

business in order to resolve violation; issues and posts warning notices, notices of violation, corrective notices, 

orders to comply, and related documentation for code violations; schedules and performs all follow-up functions to 

gain compliance including letters, inspections, calls, meetings, discussions, and negotiations to ensure compliance 

with appropriate codes and ordinances; issues administrative and parking citations and notices of violation as 

necessary. 

 

Prepares evidence in support of legal actions taken by the City; appears in court as necessary; testifies at hearings 

and in court proceedings as required. 

 

Maintains accurate documentation and case files on all investigations, inspections, enforcement actions, and other 

job related activities including accurate and detailed information regarding code enforcement activity to substantiate 

violations; draws diagrams and illustrations and takes photographs. 

 

Prepares a variety of written reports, memos, and correspondence related to enforcement activities. 

 

Patrols assigned area in a City vehicle to identify and evaluate problem areas and/or ordinance violations; 

determines proper method to resolve violations. 

 

Attends meetings and serves as a resource to other City departments, divisions, the general public, and outside 

agencies in the enforcement of zoning regulations; provides research and documentation for meetings; interprets and 

explains municipal codes and ordinances to members of the general public, contractors, business owners, and other 

interested groups in the field, over the counter, and on the telephone. 

 

Operates a computer to enter, process, and acquire data relative to complaints, inspection sites, and effective code 

enforcement; researches complaints. 

 

Locates vacant residences and businesses; secures buildings with proper materials as necessary; posts the property as 

necessary; checks vacant buildings regularly for transient activity and other forms of vandalism. 



 

May assist in researching, drafting, and rewriting municipal codes; participates in the development of forms and 

processes utilized to address various issues. 

 

Performs all other duties as required. 

 

ABILITY TO: 

Independently perform a full range of municipal code enforcement and compliance duties.  

Interpret and apply applicable codes, ordinances, and regulations related to zoning, nuisance abatement, and health 

and safety issues.  

Inspect and identify violations of applicable codes and ordinances.  

Enforce pertinent codes, ordinances, laws, and regulations with impartiality and efficiency.  

Respond to inquiries, complaints, and requests for service in a fair, tactful, and firm manner.  

Investigate complaints and mediate resolutions in a timely and tactful manner.  

Prepare accurate and detailed documentation of investigation findings.  

Maintain complex logs, records, and files.   

Research, compile, and collect data.  

Prepare clear and concise technical reports.  

Make oral presentations and testify in court.  

Work independently in the absence of supervision.  

Read maps and property profiles.  

Read and interpret legal documents and descriptions.  

Understand and follow oral and written instructions.  

Type and enter data accurately at a speed necessary for successful job performance.  

Communicate clearly and concisely, both orally and in writing.  

Establish and maintain effective working relationships with those contacted in the course of work. 

 

DATA RESPONSIBILITY: Data refers to information, knowledge, and conceptions obtained by observation, 

investigation, interpretation, visualization, and mental creation.  Data are intangible and include numbers, words, 

symbols, ideas, concepts, and oral verbalizations. 

 

Compiles, examines, or evaluates data or information and possibly recommends action based on results. 

 

PEOPLE RESPONSIBILITY: People refers to individuals who have contact with or are influenced by the 

position.  

 

Provides assistance to people to achieve task completion; may instruct or assign duties to coworkers. 

 

INVOLVEMENT WITH THINGS: Things refers to inanimate objects such as substances, materials, machines, 

tools, equipment, work aids, or products.  A thing is tangible and has shape, form, and other physical 

characteristics. 

 

Handles machines, tools, equipment, or work aids involving some latitude for judgment regarding attainment of 

standard or in selecting appropriate items, such as office equipment, vehicles, or cameras and video equipment. 

  

ASSETS RESPONSIBILITY: Assets responsibility refers to the responsibility for achieving economies or 

preventing loss within the organization. 

 

Requires some responsibility for achieving minor economies and/or preventing minor losses through the handling of 

or accounting for equipment, materials, or supplies. 

  

SAFETY OF OTHERS:  Safety of others refers to the responsibility for other people’s safety, either inherent in the 

job or to assure the safety of the general public. 

 

Requires considerable responsibility for the safety and health of others and/or continuous enforcement of the laws 

and standards of public health and safety. 



  
MATHEMATICAL REQUIREMENTS: Mathematics deals with quantities, magnitudes, and forms and their 

relationships and attributes by the use of numbers and symbols. 

 

Uses basic algebra calculating variables and formulas, and/or basic geometry, calculating plane and solid figures; 

may compute ratios, proportions, and percentages. 

  

COMMUNICATIONS REQUIREMENTS: Communications involves the ability to read, write, and speak. 

 

Reads technical instructions, charts, and/or procedures manuals; composes routine reports and completes job forms; 

speaks compound sentences using standard grammar. 

  

COMPLEXITY OF WORK: Complexity of work addresses the analysis, initiative, ingenuity, creativity, and 

concentration required by the position and the presence of any unusual pressures. 

 

Performs skilled work involving rules/systems with almost constant problem solving; requires normal attention with 

short periods of concentration for accurate results and occasional exposure to unusual pressure. 

  

IMPACT OF DECISIONS:  Impact of decisions refers to consequences such as damage to property, loss of data 

or property, exposure of the organization to legal liability, or injury or death to individuals. 

 

Makes decisions with moderately serious impact - affects work unit and may affect other units or citizens. 

 

 

EDUCATION AND EXPERIENCE REQUIREMENTS 

    

EDUCATION REQUIREMENTS: Education requirements refers to job specific training and education required 

for entry into the position. 

 

Requires high school diploma or GED, supplemented by special training and/or college or vocational school 

education in criminal justice, public administration, construction, engineering, architecture, or a closely related field. 

  

LICENSES, CERTIFICATIONS, AND REGISTRATIONS REQUIRED: Licenses, certifications, and 

registrations refers to professional, state, or federal licenses, certifications, or registrations required to enter the 

position. 

 

Requires valid Delaware Driver’s License and job-specific certification. 

 

EXPERIENCE REQUIREMENTS: Experience refers to the amount of work experience that is required for entry 

into the position that would result in reasonable expectation that the person can perform the tasks required by the 

position.  

 

Requires one year of related experience. 

 

 

AMERICANS WITH DISABILITIES REQUIREMENTS 

 

PHYSICAL DEMANDS: Physical demands refers to the requirements for physical exertion and coordination of 

limb and body movement. 

 

Requires light work involving standing or walking some of the time, exerting up to 20 pounds of force on a regular 

basis, and moderate dexterity in operating machinery, tools, or office equipment. 

  

UNAVOIDABLE HAZARDS: Unavoidable hazards refers to unusual conditions in the work environment that 

may cause illness or injury. 

 



The position is exposed to extreme heat or cold, wet/humid conditions, bright or dim lights, dust/pollen, fumes or 

noxious odors, heights, violence, traffic, and explosives. 

 

SENSORY (ADA) REQUIREMENTS: Sensory requirements refers to hearing, sight, touch, taste, and smell 

necessary to perform the tasks required by the position efficiently. 

 

The position requires normal visual acuity and field of vision, hearing, speaking, color perception, sense of smell, 

depth perception, and texture perception. 

 

 

AMERICANS WITH DISABILITIES ACT COMPLIANCE 

 

The City of Harrington is an Equal Opportunity Employer.  ADA requires the City to provide adequate 

accommodations to qualified persons with disabilities.  Prospective and current employees are encouraged to discuss 

ADA accommodations with management. 

 

 

 

 


